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MEETING ST69ENT NEEDS7HROUGH

TYPEWRITING

I. Scope and Objectives

aAn equivalent of two years of typewriting_ instruction is

NA 1 2 3 4 .5

offered.
. .,

_ ; . 0 0 0 0 0 0
i

b. A written course outline is available specifying course capoopo
content and measurable objectives to be achieved by
students.

c. Provision is made for advanced placement of qualified
jtinior high school typewriting students in advanced
typewriting.

d. The North Dakota Curriculum Guide for Business and
Office Education has teen consulted and used as a basis

r the development of the course outlirie.
t;

,
nstruction p-r

a

a. Vocational students have an opportunity to develop
marketable skills on electric typewriters.

b. Such non-typing activities as machine maintenance,
ribbon changing, proofreading, and proper work h'Nts
are included as part of the course content-for all type-
writing students. 0,

c. Vocational instruction includes the of some integrated
'\ projects, prattice sets, or series of pr problems.

d. Obseriratior}of typewriting classes,indi that students
are using proper typewriting 'technique ,

e. The teacher has compptatgd a methods curse related to
typewriting instruction.

III. Standards

a. Specific terminal speed and accuracy standards have been
established, and students are fuiy aware of them.

b. The established standards app oximate those standrds
used in business offices.

c. If multiple sections of vocational typewriting are offered,
the same inimum speed and accuraq.stendards are
applied tae ch section.

-\
1 _

0 -0 0 0 Q_ 0

0 0 0 0 0 -0

0 b El-0000-00

NA 1 2 3 4 5

0 .0 0 0 0 0
0

0 0 0 0 0 3..,4_

. 0
0 0 0 0 0 0
091 --0___E LE

0 0 0 0 Q. 0
0"

0 0 0 0' 0 0

NA 1 2 3 4 5

"0

0 0 0 0 0 0, .
'O. 0 0 0 O. 0

0 -0,10 0 0 0 0



MEETING STUDENT NEEDS THROUGH

TYPEWRITING

I. Scope and Objectives

a. An equivale9t of two years of typewriting instruction ts
offered.

,
b. A written course outline is available specifying course

content, and measurable objectives to be achieved by
students.

c. Provision is made for advanced placement of qualified
junior high school typew.riting students in advanced

. typewriting:

d. The North Dakota Curriculum Guide for Business and 00000
Office Educatiorphas been consulted and used as a basis .0 O--O --0
for the development of the course outline.

NA 1 2 3 4" 5

0 0 0 0
0 0 0 0 0 0
0 0 0 ,0
0 0 0 0 0 0

0 '0 0 0 0
0 0. 0 0 0 0

II. Instruction NA 1 2 3 4 5

a. Vocational students have an oppo nit;1*..)o develop 0 , 0 0 0 0
marketable skills on electric typewrkei's 000000

7 ...)b. Such non-typing activities ine maintenance, 0 0 0 0 0 0
ribbon changing, proofreadpig d roper work habits 000000
are included as part of thNtre content for all type-
writing students. .

c. Vocational instruction includes the use of some integrated 0 d 2:1
projects, practice sets, or series of practical problems. 0 0/ 0

d. Observation of typewriting classes indicates that students 0- 0
are using proper typewriting techniques. . 0 0 0

0 0
0 0 0
0 0 0,
0. 0 0

e. The teacher has completed a methods course related to 0, 0 0. 0 0 .0
typewriting instruction. . 0 0 0 0.o dr

!IL Standards NA 1 2 3. 4 5

a::. Specific terminal speed and accuracy, standaNlave bee 0 0 0 0 0 0
established, and studenfs are fully aware of them. 0 0 0 0 0 0 '

b. The established itenfiards Approximate those standa'.s 0 0 0 0 0 0
.f i

0 0 0 (-2.
used in business offices.

c. If multiple sections of vocational typewriting are off red, 0 0 0 flc40
the same minimum speed and accuracy standar s are 0 0 0 ---0,Q :0.
applied to each section;' _.....-----



IV. Learnin Materials and Facilities
%a NA 1 .2 3 4 5

a. The textbooks are in good condition and are up to date.

0 0 0 0 0 0-
b. Supplementary 'reference books such as- dfctionaries,

style manuals, or reference manuals are available for 0 0 0 0 0 0
student use.

c. All typewriters are in good condition and are generally no
more than five years old, 0 0 0 0 0 0

d. Several backup typewriters are available for use in the Or
event of machine malfunction. /0'C10000

e. Work stations consist of individual typing desks that cart 0
be easily adjusted. . 0 0 0 0 0 0.-

f. A copy holder is located ariach student work station. la 0
0 0 0 0 0 0

4 A teacher demonstration stand is located in each type- D o
0 0

0 0
1, .

0 0

writing classroom. 0 0 0 0
h. Related equipment such as stopwatches, interval timers,

staplers, etc.,.are located in the typewriting room. 0 0 0 0
i. The typewriting _classroom is attractive and creates a,

climate conducive to learning. 0' 0 0 0

RATING SCALE FOR TYPEWRITING

0 t? 20 . 40 60 80 100

SCHOOL COMMENTS AND RECOMMENDATIONS:



IV. Learning Materials and Facilities NA 1 2 3 4 5

a. The textbooks are in gooA<;;Iition and are up to date. 0' 0 o 0 0 0
0 0. 0 0 0 0

b_Supplernentary reference books such as dictionaries, 0 0 0 0 0 0
style manuals, or reference manuals are available for 0 0 0 0 0 0
student use.

c. All typewriters are in good condition and are generally no 0 ED 0 0 0 0
more than five years old. 0 0 0 0 0 0

d. Several backup typewriters are available for use in the 0 0 0 0 ,C) 0
event of machine malfunction. 000000

e. Work stations consist individual typing desks that can 0. 0 0 0 0 0
be easily adjusted. 000000

f. A copy holder is located at each student work station. 0 0 0 0 0 0
0 0 0 0 0 o

g./A 'teacher demonstration stand is located in each type- 0 0 0 D 0 0
7 Writing classroom. 0 -0 0 0 o o'
h. Related equipment such as stopwatches, interval timers, 0 0 0 0 0 0

staplers, etc., are located in the typewriting room. 000000
i. The typewriting classroom is attractivebird creates- a 0 0 0 0 0 0

climate conducive to learning. *
) 000000

..

RATING SCALE FOR TYPEWLTIVIid

0 . 20 . "40 : 60 80 100

\
SCHOOL COMMENTS AND RECOMMENDATIONS:



" MEETING STUDENT NEEDS THROUGH

SHORTHAND

I. Scope and Objectives NA 1

a.

b.

An equivalent of two years of shorthand instruction is-0,
offered. a- -0
A written course outline is available specifying course 0
content and measurable objectivesto be achieved. 0 0

c. The North Dakota Curriculum Guide. for Business and 0
Office Education has been consulted and used as a basis 000000t
for the development of the course outline.

II. Instruction NA 1 2 3 4 5

a. Typewriter transcription is a major unit of instruction in 0 0. El d

2 3 4 5

6
0 0 0-

0 0 43

0 0 0 0
0 0 0

the program.
-o -0- o 0 - -:

b. Word usage, pUnctuation, and spelling are, an integral 0 0 0 0
part of the total shorthand program. 0 0 0 0 0

c. The terminal dictation achievement of most shorthand 0 0 0
students approximates high vocational standards. 0 0 0 0 0

d. The teacher has completed a methods course 'related to 0 0
shorthand and transcription. 000000

III. GuidanCe

a. Students whose academic achievement and aptitbde
indicate they may have difficulty in learning shorthand
receive counseling and guidance prior to enrollment.

b. At least fifty percent the first-year shorthand students
elect to complete a second year of shorthand instruction.

NA 1 / 2 3 4 5

0 0 0 0
0 0 CI 0 0 0

d adodijd
o p o 0 o o

IV. Learning Materials and Facilities .. , NA 1 2 3 'q4 5

a. The textbOoks are in good condition,and up to date. 0 .0 0
0 0 0 0 0 0

b. Different textbooks are available for each semester of 0
. instruction. 0 0 o xp o o , .--,

c. Tape recorders, record players, or multichapnel Tabora- 'a a ti a a\ .

tories are available for dictation practice. . 000006
d. A substantial library of prepared dictation tapes or 0 0 0 D a

records is available.. ,1 ''* o 0 0 0 d's -0 ,



A

MEETINt3 STUDENT NEEDS JFIROUGH

SHORTHANI

I. Scope and Objectives

a. An equivalent of two years of shorthand instruction is
otfered...

NA 1 2 3 4 5

L

WO 0 0 o, p
-0
0 0 0 0

0"0 °Q 0

`b. A written course outline- is available- specifying course 0
content and measurable objectives to be achieved. 0
'

endIic. The North Dakota Curriculum Guide for -us-iness

Office. duc-ation has been consulted and used as a basis 0for the development of the course outline. ,

0
0

0
0

II. Instruction NA 1 2 3 4 5

a. Typewiiter transcription is a major unit o3,instruction in 0.
the program.

. 0 0 p '0- 0'
b. Word usage, punctuation, and spelling are an ntegral Q

1

part of the total shorthand program. 'Cl o 6 o o
c. The terminal dictation achievement otTri t shorthand' 0' a

students approximates high vocational -sand rds. 000000
d. The teacher has completed a rntkotiktourse related to 1

shorthgnd and transcription.
i" A

A
- 0' 0 _0.0 0 0/

I
Guidance ' NA 1 '2 3 4 5.

a. Students whose academic achievetnent a9d aptitude r 0 0-0
indicate they may have difficulty in learning shorthand o o o %:o o
receive counseling and guidance prior to enrollment.

b. At least fifty percent of the first:year shorthand students a'
elect to complete a sebond year of shorthand instruction. 0, 0 0 0 0 0

\
IV. Learning Materials and Facilities NA 1 2 3 .4 5

a. The textbooks are in good condition and up to date. '0 .
0 0 0 0 0. 0

b. Different textbooks are available fen- each semester of
instruction. , 0 0 o o O .0f.

c. *rive recorders, record players, multichannel labora p
tories are available forlictatioA practice. 0 0 070 0 0

d. A 'substantial library of prepared dictation tapes or 0
records is available. N. 0 0 0 O o

_



e. Supplementary reference. books such as _dictionaries, 0 1=I;

style manuals, or reference manuals are available for000000
e student use.

f. Supplementary dictation_boOks are available for teacher
use. '0 0 0 0 0 0

q. At least one stopwatch is provided for each shorthand 13
teacher. 0 0 0 0 0 0

.
h. Student work itiffrillow ample spdce-for---co0 0. 1/, Wrl / 0 0 0 0 0 0
,..---- -I-P. .-----. The shorthand classroom is attractive an/ d-,,create§ a 0 0
.4' t I i m ate conducive tE) (earning. __:-- 0 0 0. Q 0 0

MATING SCALE FOR SHORTHAND

0 r, 20 40 . 60' 80 100

SCHOOL COMMENTS AND RECOMMENDATIONS:
z

O

"



,
e. Supplermitary reference / books 'such

,

as "dictionaries,
style

/
manuals, -or srefe-erer{c Vre available for 0

student us

pplementary dic
use.

_ otie--ste

rii 0
0 0 0 0 0:

yon Oa* Ye available for teacher Q 0
,/ 0

atpfi is provided fdr each,shorthand, 0 -0 D
/teacher.

h. Student work tations allow ample space for cOmf&table
writing.

6 0

0 0
a

0 o
* ,CJ
0 0 0

o

0
oi. The shortha classroom is attraot and creates a

climate i duciveto learning. O oo a.

L COMMENTS ANV ECO MENDATIONS:

a
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EETINd STUDENT'NEEDS.THROUGH

OFFICE PRACTICE

Scope and Objectives NAr 1. 2 3 4 5

a. A written course outline is available specifying course
content and measurable objectives to be achieved. 0 0 0 0 64

b. The North Dakota Curriculum Guide for Business and
Office Educbtion has been consulted and used as a basis
for the development Of the course outline.

O popp
O 000po

2

0

3

0

4

0
5

'0 ',

i. Org ization NA 1

a. The course is designed as the papstone -offering for /El
vocational office education students. '0

cb.At least one year of edit in typewriting is a prerequisite 6 aciaci,
for/officiractice./-z 0000,oe

1'

mentin o e class is limited to 16 _20stuerts_ _0_0., a...EL--000000
nitent 2/ 'NA

ourse co tent, based upon enrollment and needs of
upils, s: 0

1. Referen books, directories,,, secretary's Ktndbooks,
dictio ries, and other sources of business

info ation. o"

2. A lication forms and letters, interviews, and rnitcel-
laneous job infoitnation
Correct business conduct, dress and grooming, and
secretarial business traits

4. Telephoning techniques and procedures
5. Filing procedures f
6. Skill divelopment in dictation and transcription' . .

7. Office machines, equipment, and supplies
8. SiMPlation projects
9. Basic electronic data processing

10. Office recordkeeping

IV. Facilities 'NA
.

oa. ;reaching supplies and facilities are adequate for meeting

1 2 3 4 5

0
0 0 0 b'

1 2 .3 4 S.

course objectives, course content, and enrollment. 0 _0 0 0 0 0
b. The classroom is soundproofed and rncludes a wash basin,

chalkboard, bylletin board, filing 'cabinets, and builtin
.- .2 storage cabinets.

C

a00000



I. Scope and

,\ % . '. - . . '
a°. A wt.' ten course outline is available sincifyirig course- 0:1E). :0 0 0 CI. 4 P

co tent and measurable objectives to be achiered,,, 0' 0 1-0 '0 '.0 O. ...
b. he North Dakota Curriculum Guide for Businestland 0 6 o 0,70; o

Office Education has besen_9onsulted and used as a basisni. 0 cy:Q lal .(;) ,

for the development of the course outline! . . , ., , / .. , . %. ,, r ..
6 0

' . n

4

ENG STUDENT NEEDS T4Rolidsfy `'
OFFICE PRACTICE,

6

r

jectives `NA M° .,3

it. Organizatibm,, ; %,4 NA
°

_2 '3 4, . 5
1 . .1 .4

a. The course is designed/ as the capstone' offeridg for' .ct 0 0" ,,
atron students. b '0' 6, to..o.o !"
.
dit in typewr /mg is a prerequisite' 0

e:40 0%,-, 0 141.

c,,E,nronmentjr) one ci assIssdnitedto_ 20_students. 0_ _t
0 0 'cy o 6 o

III: Content 6

NA 1 2 3 4 '5

43. The course content, based upoi enrollmentand needs of 0 0
pupils, includes: O o -o o 0 os.

vocations) officev.

b. At bast one year
,r;

for office practice.

2.

Reference books, directories, secretary's handbooks,
dictionaries, and other' 1our`ce's of business.
inforrriation.
Application forms andAtte>rs,interviews, and miscel-

elaneous job information
3. Cprrect business conduct, dress/and grooming, and

cretarial business traits
lephoning techniques and procedures:.

iling procedures
Skill development in dictation and transcription

7. Office machines, equipment, and supplies
8, Simulation projects
9. Basic electronic data processing

10. Office recordkeeping

Facilities

a. fbacliing supplies and facil ties e adequate for meet1 ing
-.

'course objecutives, courst c tent; and enrollment.

he classroom is sou dpr ofed and includes a wash basin, . d
chalkboard, bulleti ard, filing cabinets, and builtin 0 0 0 9 0 0
storage cabinets.

It#

NA 1/2 //
d

Ooo oo



c. A master control switch fcK all electrical outlets is con-
veniently located in the room.

. 4 -
' d. Electrical outlets are convenreiitty locai< and are not

a safety hazard. -

e. Clas1pom furniture is arranged to create. an offiae-like
situa n and to facilitate individual help, an adequa
number of sesretdrial desks and posture chairs, as related
to teaching rifethods and enrollment, are'provided.

0 0 0 ,0 0 0
0

0 0 0 O. -0 0
0 0

Q

f. The following machines are available for student instruc- 0 1 ._....i.
tion in the office practice room: 0 Ci"GL- 0,..0 0

... 1. Electric typewriteil
,, 2. Manual typewriters

3. Executive typewriters
4...Liquid and starnch duplicators 4

f . 5. Transcribing mathines ,
, )._ .

-----.6:Ten-k'ey -addilifitstilig-IfiathiniT :
7. Electronic Calculatori
8. Photocopying'mathines
9. Printing calculators

10. Offset icators

V. Standards . -...,...

a. Methods of performing jib taski are comparable to those
Used in actual working conditions. , .

N..
.

b. The standarP ds fbr the evaluation of classwork are similar
to on-the-job 'work performed by beginning. office

-..,.employees. ., ;

..

TING SCALE FOR OFFICE PRACTICE

. "'20 40 , 6Q

SCHOOL COMMENTS AND"RECOMMENOATIONS:
N..

NA 1 2

0
0 qs 0

0 0 0

3

0

0

..

4 5 .

ONO
0 0 ,

0 0
.4?-.

100

e

A 3

4

'4



o. A master-contir.ol switch for all electrical outleti is con.
veniently located in the room. 0 0 0 0 0 0

;d. Electrical outlets are conveniently located and are not 0
a safety hazard. 0 0 0 0 0 0

e. 'Classroom furniture is arranged to c to an officelike 0
situation and to facilitate individual hel an adequate 0 -0 0 0 0 0
number of secretarial desks and posture chat s, as related
to teaching methods and enrollment, are provided.

f. The following machines are available for student instruc- 0
tion.in the office practice room: 0 0 0 0 0 0
1. Electric typewriters
2. Manual typewriters
3. Executive-typewriters
4. Liquid and stencil duplicators
5. Transcribing machines ,

Ti: Ten kefadding-listing ma es

7 . Electronic Calculator
8. Photocopying ma ines
9. Printing calcuiatori

10: Offset duplicators
"4.

z"`,
V. Standards. NA 1 2 3 4 5

a. Methods of performing jobriasks\ comparable to those
used in actual working corkditiqns-.- 0 0 0 0 0 0

`-.......,
b. The standards for the evaluation of classwork are similar booboo

to on-thd-job work performed by beginning office 0 0 0 0c 0 0
-employees. i i

RATING SCALE FOR OFFICE PRACTICE


